
Draft of NSPS Job Objectives for USAG-Heidelberg  
Alcohol & Drug Control Officer – YC STND SUP/MGR PB-II 

 
Position:  ADCO (Occupation 0101, CG: STD, MGR/SUP, PB II) 
 
Duties: The Alcohol & Drug Control Officer plans, directs, and implements the USAG-
Heidelberg and subordinate installation Army Substance Abuse Program (ASAP).  
Responsible for providing the full range of prevention, education, drug deterrence, 
rehabilitation and treatment services for active duty military personnel and their family 
members, DOD civilian employees and military and civilian retirees IAW DOD, DA, 
IMCOM, JCAHO, and Command policies and guidelines. Responsible for the 
development, implementation and management of the Army Drug Free Workplace 
Program, including Testing Designated Positions (TDP) and Employee Assistance 
Programs (EAP). Plan, program, and develop the ASAP budget.  Evaluate, coordinate, 
and promote the ASAP. Perform full range of supervisory personnel management 
functions for a staff of 28. 
 
Objective I:  Execute the full range of human resources (including performance 
management as outlined in DoD 1400.25-M, SC1940.5.7.4) and fiscal responsibilities 
with established timelines and in accordance with applicable regulations. Adhere to merit 
principles. Develop a vision for the work unit; align performance expectations with 
organizational goals. Maintain a safe work environment and promptly address allegations 
of noncompliance. Ensure EEO/EO principles are adhered to throughout the organization. 
Ensure continuing application of, and compliance with, applicable laws, regulations and 
policies governing prohibited practices; promptly address allegations of prohibited 
discrimination, harassment, and retaliation 
 
Measurement; 
 

1. No substantiated EEO complaints 
2.  Operate within budget 
3.  100% mandatory civilian training is completed by suspense dates and entered into 
SharePoint: 

 SAEDA:  Annually 
TIPOSH:  Annually 
FP Level 1:  Annually 
Substance Abuse:  quarterly 
Ethics: Annually 

 Safety:  As determined 
 Measurement:   
 Maintain Training certificates and Update SharePoint 

4.  100% suspenses to include evaluations and awards are completed accurate by   
established deadline. 

 
Contributing Factors: Leadership, Resource Management 

Weight: 20% 



 
Objective II: Manage, direct, and evaluate core ASAP functions: 
 
Measurements: 
 

1. DA Form 3711 (RAPR Report) submitted monthly. 
2. Management Control Evaluation checklist completed annually. 
3. Installation Status Reports (Service 9) submitted annually. 

 
Contributing Factors: Technical Proficiency 
       Weight: 20% 
 
Objective III:  Implements management control process throughout footprint in 
accordance with the IMCOM-Europe assistance visit checklist. 
 
Measurements: 
 
Visits each site on a quarterly basis ensuring 100% compliance of standards and 
establishes plans to bring deficiencies to standard. 
 
Contributing Factors: Cooperation and Teamwork and Technical Proficiency 
 Weight: 20% 
 
Objective IV:  Manage and Monitor the Biochemical Testing Program of the ASAP:  
 
Measurements: 
 

1. Ensure that 200% of assigned USAREUR Soldiers are tested annually. 
2. Ensure that the IBTC identifies and notifies for urinalysis testing a minimum of 

10% of the TDP pool per month using DTP. 
3. The IBTC discrepancy rate is maintained at 4% or less. 
4. All assigned IBTCs are certified by ACSAP. 

 
Contributing Factors: Technical Proficiency 
 Weight: 20% 
 
 
Objective V: Provide Substance Abuse Prevention Training for assigned military and 
civilian workforce.   
 
Measurements: 
 

1. Ensure a minimum of 4 hours of professional quality Substance Abuse Training is 
made available to all assigned Soldiers via online or in-person training annually. 



2. Ensure a minimum of 2 hours of professional quality Substance Abuse Training is 
made available to all assigned Civilian workforce members via online or in-
person training annually. 

3. Ensure all Soldiers referred to ADAPT receive a minimum of 12 hours of Prime 
For Life training. 

 
Contributing Factors:  Technical Proficiency 
 Weight: 20% 
 
 
 
Submitted by: 
 
 
Timothy L. Holloman, LPCMH, NCC, MAC 
USAG-Heidelberg 
Alcohol & Drug Control Officer 


